APPLICATION FOR RECORDS RETENTION SCHEDULE DER A RTMENT O Y b Pistory |

RE¢ORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—BM—1 for instructions on completing this form ‘Forward signed original to
Department of Archives and Hlstorv, Reoords Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Sectlon -

]

7 FOR AGENCY USE 1. Agency Address - . . : FOR RECORDS MANAGEMENT USE
Application Date ‘ Department of Education Application Number
) Office of Vocational Education ' a I - 2.‘
Application Number Division of Program Development Date Received Date Completed
1 - .
- '_X;cationa Evagation Currjfglﬂ _Dev =12 - 8\ |1-2.0-81
2. Person to Contact Working Title Telephone Number
| _Roslyn Peller _ o Vocational Evaluation Consultant 656-2547

3. Action Requested
a. Kl Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further aceumulation anticipated.

¢. O Amend Application No. Check One: [J Change; D. Supercede; 0 Void

4. Dates of Series 6. Records Series Title followed by title used in office; if different)
Earliest - Latest '
1980 | To Date On-Site Vocational Evaluation Publications Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Vocational Evaluation Consultant/Curriculum Development Coordinator is responsible

for coordinating the State On-Site Vocational Evaluation System, including team
organization and coordination; team leader training; data analysis; instrument development;
and annual summary report. In addition, this unit monitors contract activities relating
to V-TECS catalog development; and the development of competency-based vocational curri-
culum material for new and on-going vocational programs. The unit provides technical
assistance to school systems in evaluation preparation and curriculum development acti-
vities; prepares Requests for Proposals; and conducts surveys, analyzes data, writes
reports and conducts other related activities as required by the Research Coordinating
unit.

7. Record Series Description This file contains the followmg documents {.-nclude form numbers and titles, if any):
Attach samples of the file.

Documents relating to: '
‘ developing, revising, and distributing procedures manuals and data collect

materials for use by on-site evaluation teams;and summarizing, consolidati
and analyzing data from individual team evaluations into an annual statewi
report. ‘ "
4=volume set of Procedures Manuals and Assessment Guides! a Vocational Evaluatip
On-Site Team Annual Report; and related brochures and other publications.

i

Included are:

File is arranged:

8. Monthly Reference Rate How often are records referred to which are:
Onetosixmonthsold _____: Seven to twelve monthsold _____ . __; Thirteen to twenty-four monthsold
twenty-five monthsandolder __ 7?7

9. Annual Rate of Accumulation of Records ‘
Letter-sizedrawers ___ ; Legal-sizedrawers ______ ;Shelves ______; Other (specify)

AR-50-71; Rev.76 (Gver)




YES | NO | 10. Questionnaire  {Place an X'’ in the proper column} .
a. Is this the official copy of the series?
X If not, where is it? __ B )
X b. Does the series contain confidential information requiring security handling? If yes, -:i,;te law or regulation.
X | c. Is this a vital record? - B
X d. Does this series have historical or Iong term research value7
e. When one or two documents in the file make it necessary to keep the entire file for a Iong period, could these
X documents be scheduled separately? - .
X f. Isdh&;ﬂﬂﬁt@ contained in this series ever pubfished? If yes, attach copy.
Is tht:ﬁnforrﬂatlo.r‘i contained in this series ever analyzed and/or recorded in a summarized report?
X Jf‘ves attach copy. = Annual Report_is a symmary.
h. Is there a d@catlc@pf this series in your office, or in another office or agency?
X If yes, where? e
X | __i.._ls this series (Qf_LMﬁlQ!' ppmon of it) II?Q.UlarIV microfilmed? .
X 1 j. Does the record series result in a computer printout?
11. Retention Requirements The following requires the series to be kept:
a. State Law . _years, d. Audit period years.
b. Statute of limitation years. e. Administrative need - years.
c. Federal law _ . years, f. Federal retention instructions years.

Attach copy or excert of laws or regulations. Explain administrative need.

12,

P O P R

Approved Espositic;l- Instructions This agency recommends that the file series be cut off at the end of each:

O Calendar Year: O Fiscal Year; Other See Below®* . __ _then,
O Hold in the current files area ~ _month{s) ____. ___ __ vyear{s); then
[0 Transfer to local holding area; hold ____ __ vyear(s); then
O Transfer to State Records Center; hold year{s); then

O Destroy.
O Transfer to State Archives for permanent retention.
Other {Specify)

* When new Annual Report is published and publications/brochures are revised, retire
record copy to the State Archives.

These instructions apply to ali prior and future accumulations of the series.

Recommendations in‘para-
graph 12 are approved. State Auditor/Designee ~

{If disapproved, attach letter _(
of explanation.) Secret%tate@iignee

| Date _:I__R;aoords Management Officer (Signature) Date
1 foy | Wodbes £ Boorrgondo, | 1=129)

/ \ 7 ‘ - State Records Committee { ;'gnature) Date
[—/e-F]

[-1% -8

AR—_50—71; Rev, 76 ' {Reverse

—¢
Attorney General/Designee | M M__ / "/ { /{7




